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lo ^ Current persjonnel CGiaing .reallocations mid certain realif:n~ 
laents of functions have resulted, in problerns of effective personnel 
utilization o Some offices have 'roofb members than are needed or 
authorized at the same tine thatPstaffing reqalrsimsnts of other offices 
call^ for the procurement of individuals having skills which corrosoond" 
to those who arc in a surplus category iVi other parts of the Agency, 

2, 'Jhe continuing aim of personael" selection and ' p3.ac8ment In CIA 
is the assifpisnent of each indj.iddual on *a job that matches his capacity. 
Success in this objective deiioiv.lr; on more than a conscientious atter^t 
at initially recruiting the ri-ght peraonVfor a specific vacancy, !Io 
matter how we3.1 neiv recruits frvoru outdlde are screened, investigated 
tested^ fmd selected, those techniques fall short of achie’<id.ng perfection® 
Occasionally, the new member* s first asai^iiiment is dictated by the 
priority of work assignments so that ademate consideration is not glv^^n 
to his background and skills-^,ln deciding where he is to be slotted. In 
addition, S0curi.ty resbriaidons preclude revealing suffi.cierjt job 

-fics to enable applicants to gauge their otm suitabili% and adaptability*-., 
'Hie need to rematch individuals and jobs arises, too, from chajiges vjhich 
take place in posi'fcion requiremen'ts as a result" of shi.fts in functions 
iand organizations, n.s well as -the fact -tha-b the a’oilities, skills , or 
in-fceres-te of people change or develop. To fail to nal«© provisior/for, 
mich adjustments m liie assignmonts of porsonnel *.fi 3 K.ld be to ignores -fchB 
ohangmg characteristics of bo'th organi-zatiens a^id persons,. AccorfHng3,y, 
it is the purf)ose of this memorandum to ou-bline the steps which should be 
taken when Agency officials ax'e confi-onted with these pix>blems„ 

3. It is the responsibility of each Deputy Director, Assistant 
Director, or other Office head, insofar as is possib’ie, to satis,fy hiinse3_f 
that personnel under his jm"isciiction are assigned -to pocitio-ns s/here they 
stro most needed and for which -they are best suited by aptitude and exoeri- 
ence. Also, as stated in 
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lf^;":''irapfe3^sor-,is ti6V-'re^ir©^1'iiop?ei^f^+i>'^‘”^ work , f orce'V'-’j^’ii'e''.’' "' 

t^th indiiriiduals who are not ajifl 1 ?'f’<oi^ * to laboi' indefinitely 

t3^:Ulinr or qualified through 

9nei<«» ribre: or °** becomes Ineffectivp f^^ ■ 

:*!*«??: he^^ c iht^eh reassighm^^^ paragraph can somi?- 

has evidenced 

J^eassighmoiil be accoMoUshed^wi+bf ' 

offi.ce coiupon 63^1; i>o which 'feh^ • ^p-ixsiiGct withxn .th© ; -v^: 

don^^ . tho P^rsomiel Office should c<^tot/ be^ 

foUbfrtng pai^eraph. * ■ ® “ aoeorfimoG ..«h the '. v,' 


A ”* saiae 

a f\i31 evaluation of the Icno&jledAA^^ ; 

• . Oual, Inoludtog an objeoliv? ^'Pawmies ot thb injSiV.- 

. Gtoengtt.. ■ evttSSS bi SeD^rbi'^ih? «« 

SXS S2 

.an accurate aporaisal of na«!f ^oT.f/* &en^/ i.e.riS.aj.gnment-. Ohe need foi" 

wgU create a consfdsjSS a“tSa"1r:n°L4;:rf 

<Jual should be sepa^^ated i^''voltmt'ir'*n‘^r ^ x3j.o.n taac vho andi'td- 

resold; to ©eparatiori^ the to 

the official rn<?king the ev-^lviation -^r'ln ce ^iC/ODniplis'/.ed, 

be^o^SS 

unde.rstand3.ng and strict adherence to this prinSoir"'’ 

eiTjployee who is aade availab3e f< 5 »- ^ 

witli paragraph li vabove -viill bo v-enortAd ia -••>- '■ ^.n ;:^c:r;or'.l?in-.ie 

enter bin n.,na on n Roplaoenrat' .oostet Vrtottnl 
^ed on the aoplncenont Rooter for not to g J’ 

went action cannot be effected withiri this foM ^Pp'-.--tT^ 

') '. ..|..i_.... ... f_.<j,.! Oi.jIlGj'!' 
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^propriat© action iirill be initiated same time, the reloaslHg 

: office will make arrangements for physicei location and tempore^ assign- 
ment during tbe period pending- reassiEbmen^t. or other action., As vacahdies 
develop in Agency offices, the Personnel^ Of-rice is responsible for — 
referring persons, including those in’- the Replacement Roster, who are 
regarded as being adeciuately qualified for consideration by the offices 
concerned. Such referrals will be m.ado either when external recruitment 
is jHjquested or when other Agency members nay bo paroposed for the purpose 
of filling the vscmit positims. The Personnel Office will provide 
available Information regarding an individual's background, experience, 
weal<nesses, and abilities. Heassienment effected as a result of refeiral 
from the Replacement Roster will be subject to tlie condition that the 
ireassignee viill serve not to exceed a six-month trial period in the hew 
position. If, upon the termination .o;f this period, the office to which he 
has been reassigned is not satisfic’d wife his performance, action may be 
initiated to separate him. Tiie Personnel Office wi.ll be responsible for 
offering continuing guid<ance to the sup.^jrvlsor irith the aim of providing 
such staff asslstmice as will help tbroiMg a reassigned member’ to a 
satisfactory level of performance, Pjpciment Officers will conduct follow- 
up interviews at periodic intervals tidth both the indixddual end supervisor. 
Such interviews should bring to light specific problems encountered by the 
trial member and provide an opportunity for developing reiiKSdial programs. 
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describes the procedures to be followed to 
separate an individual vjhose performance is«a6 unsatisfactory that reassign- 
ment or other administrative measures are not^ousti.fied„ VJhere a securitj*' 
Roesideratlon dictates such a course, however,' separation will be effected 
^rsuont to the authoriiy vested in the Director of Central Intelligence 
under Section lOg(c), vlational Security .^ct of 19li7, and in accordance 


witli|j 


7„ It Tmi.st be clearly undQrsvfcood that an individual undergoing reassign- 
ment throug'h the Replaceinent Roster device will not be made the responsibility 
of the Personnel Office diring the period required to locate a suitable 
position or to effect other action. He must remain under the jixrisdiction 
and control of the releasing office until reassignment o r termin-otion is 
effected, I I 


VJA'L'PR RIID \i(/JF 
Deputy rdrecifor 
( Administration. ) 
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